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b. C] Dispose of present accumuiatl : no further accumuiation ant:czpat‘ed s
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APPLICATION FOR RECORDS RETENTION SCHEDULE

OFFICE OF THE SECRETARY OF STATE :
DEPARTMENT OF ARCHIVES AND HISTORY |
RECORDS MANAGEMENT DIVISION

INSTRUCT IONS: See Pubhcatlo No 76—FM-—1 for instructions on completmg this form. Forward signed original to
| Department of Archives and History, Reoords Management Division, 330 Capitol Avenue, Atianta Georgga. 30334,

Attention: Scheduling Section,

‘ FOR AGENCY USE 1. Agency Address. . #oa RECORDS MANAGEMENT USE
" Agpiestion Date Georgia Ports AuThorlTy . Y | Dot Application Numbar
' Administration Division, Personnel Dep
|__2/8/79 'Post Office Box 2406 79- 22 |
i Application Numbar Savannah, Georgia 31402 . Date Hecaived Date Complatad
| 62 : FEB 16 1979 | MAR 1 4 1979
. 2. Parson to Contact Working Title Telephone Number
John J. Powers, Jr. Personne!l Manager 964-1721, ext 249
— == — =T —othe e L — = = — e v =

i
;' Acmn Requested
! 3. 33 Estaousn Retention Schedule;r

-

cord will continue to accumulate.

Cinson and CHica Function

T A

What is the function of the Division and the Office in which this record series is'aéatea? ' |

Responsible for the recruitment, training, job analysis and classification, and formulation /
i and Implementation of personnel programs and procedures.

7. Racord $arias Description,

Documants relating to:

incluged are:

File is arranged:

date, social security number,
notation, classification date, birthdate.

Chronologically by printfout,
on printout,

This file contains the foliowing documents (inc!ude foﬂn'numbm and titles, if any):
Attach sampies of the file.

Listing of employees currently on payroll.

Information on employeé's name, employee's number, status, employment
houriy rate of pay, pay date, class

latest on top; alphabetically by name

8. Monthiy Reference Rate

How often are records referred to which are:

) One to six months oid 8 ; Saven to twelve months oid 2 ; Thirteen to twenty-four months oid 1 every 3 MO3
~twehty-five months and older 7
9. Annual Rate of Acmmulanon of Rerords B
r Letter-size drawers ; Legai-size drawers ; Shelves : Other (specify) _1_ledal box B
R=5C—71. Hev, 76
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__ — v evmwwwewsEessasE - piews an A M UTE proper column)

a. ls this the official copy of the series?
If not, whera is it? :

% b Does the saries contain confidential information reqmnng sacurity handling? If yes, cite law or regulation.

Lontains salary Information - Privacy Ac

» | e 1s this a vital cecord?

Y d. Does this series have historical or Iong term research value? Long te rm 3

X documents be scheduled separately?

e. When one or two documents in the file make it necessary to keep the entire fila fcp'r 3 Iong penod could these

X f s mﬂﬂﬂwmwmﬂi_ﬂdﬁﬂh SO0V,

g. s the information contained in this series ever analyzed and/or recorded in a summarized report?
X If ves, attach copv,

h. Is there a duplication of this series in your office, or in another off:ce or agency?
X If ves, where?

L e

X L ils munniemmmmm@mmmm¢

X 1 _i_Doesthe record series result in 3 computer printqut?

‘!1 Reuntnon Requiraments The following requares the series to be kept.

a. State Law 4 years. d. Audit period

- Yéars,

by

5. Statute of limitation e Y €3BTS, e. Administrative need | . 4

years,

2. Faderal law years. . f. Federal ratention instructions

Attach copy or axcerpt of laws or regulations. Explain administrative need.

— ). g N

B dd i o M Wil e

12. Aporoved Dispcsition Instructions This agency recomménds that the file series be cut ott at thes end af each:

Bl Calendar Year; O Fiscal vear; O Other

Hold in the current files area month(s)
3 Transfer to local holding area, hold —. 3 vear(s); then

3 Transfar to Stats Records Center: hold year{s); then
3 Destroy.

) Transfer to State Archives for permanent retention

O Other [Specifyl ‘

vear(s); then

O | Cee L s e

These instructions apply to all prior and future accumuiations of the saries.

then,
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_Agency Head/Designes, (Signaturs) Date Records Managemant Officer (Signature
M ‘ 2—/)’[79 d Mé/)/ﬂélzﬂ @

State Records Cornmmaa /ngnature}

Recommendations in para- - - ,
graph 12 are approved. _ State Auditor/Designes : '

{If disapproved, attach letter A :
of explanation.} o Seuet%tei Designee C/) W——-w / C[-w

Attorney Cenavai."Deewonee ///%/ }M
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